HUMAN RESOURCES DEPARTMENT

City of Burlington
179 South Winooski Avenue, STE 100, Burlington, VT 05401 Voice (802) 865-7145
Fax (802) 864-1777

Vermont Relay: 7-1-1 or 800-253-0191

HELP-DESK/FIRST RESPONDER

CLERK TREASURER
POSTING DATE: March 12, 2015 DEADLINE TO APPLY: Open Until Filled
RATE OF PAY: $20-22/hr (DOE) POSITION STATUS: Temporary Full Time
EXEMPT/NON-EXEMPT: Non-Exempt CLASSIFICATION GRADE: N/A

APPLICATIONS CANNOT BE ACCEPTED AFTER THE DEADLINE DATE

This position is responsible for providing high-quality first-level end-user support. In addition this position is responsible
for maintaining a work-log for all work performed.

e Provide first level customer service to end-users for calls received via the “Help-Desk.

e Trouble shoot, basic PC hardware, operating system(s) and application software issues as requested.

o Log all help-desk calls in the help desk database, ensure descriptions are clear and accurate and prioritize calls to
the appropriate technical support personnel.

e Confirm that calls are resolved and work orders are closed in the help-desk database.

e Coordinate building and deployment of desktops, laptops and other technology as directed.

e Visit end-users to provide first level PC support, including but not limited to, assisting with end-users moves,
disconnecting and reconnecting PC’s, installing and removing hardware and software, peripheral devices, etc.

e Ability to travel to and from various work sites within the City of Burlington, acting as courier with the need to
transport various desktops, laptops and other technology.

To Apply: Submit a City of Burlington Application to: Human Resources Department, 179 So. Winooski Ave.,
Burlington, Vermont 05401. To obtain an application or for more information about the City of Burlington, please see our
website: www.burlingtonvt.gov/HR . Available in alternative formats for persons with disabilities

The City of Burlington will not tolerate unlawful harassment or discrimination on the basis of political or religious affiliation,
race, color, national origin, place of birth, ancestry, age, sex, sexual orientation, gender identity, marital status, veteran status,
disability, HIV positive status or genetic information. The City is also committed to providing proper access to services,
facilities, and employment opportunities. For accessibility information or alternative formats, please contact Human
Resources Department at 865-7145.

WOMEN, MINORITIES AND PERSONS WITH DISABILITIES ARE HIGHLY ENCOURAGED TO APPLY. EOE.



